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        Michelle's Ambitious Side - Dream Job: Employment with a Government Agency converting records to a paperless system and maintaining the security and integrity of said agency.
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Secretary
          	
            Location:

            
              Grand Junction, CO
            
          	
            Education Level:

            Specialist
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Honest, trustworthy, creative, clean appearance, supportive, work absorbed (completely involved in what I'm doing), HIGH standards & morals, excellent work ethic, compassionate, thoughtful, caring, considerate, filled with effort to help in ANY situation, safety conscious and among many other attributes I also have a good sense of humor.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Michelle's Errand Service	

				(Confidential)

				/2006 - /2007
	Mesa County Dept of Human Services - Administrative Specialist II	

				(Confidential)

				/2005 - /2006
	Resource Specialist / 211 Infoline - for Hilltop Services	

				(Confidential)

				/2005 - /2005
	Colorado Gourmet Foods - Inventory, Website & Office Manager	

				(Confidential)

				/2003 - /2004
	LUVBIGCATS LLC / Auction - Website Design - Sales Manager - Advertisement	

				(Confidential)

				/2001 - /2003
	Habitat For Humanity / Habitat ReStore - Inventory Coordinator / Volunteer	

				(Confidential)

				/2000 - /2001
	Volunteer Foster Parent (Puyallup Animal Rescue - Petsmart)	

				(Confidential)

				/1997 - /2000
	Web based site management / building / advertisements / photography	

				(Confidential)

				/1997 - /2000
	Best Manufacturing / Moss Point Glove - Secretary / Dispatcher	

				(Confidential)

				/1995 - /1995


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Realtor Assn.	MLS - Multiple Listing Service Course Completion	1993	
              
                Specialist Degree
              
            
	City University	Business Office Studies	1992	
              
                Trade School Degree
              
            
	Pierce College of Puyallup	Business Pre-Law	1991	
              
                Trade School Degree
              
            
	Pierce College of Puyallup	Computer Programming - 120	1991	
              
                Trade School Degree
              
            
	Eatonville	English, Annual Staff, Sports	1990	
              
                High School/GED Degree
              
            
	University of Washington	Journalism	1989	
              
                Specialist Degree
              
            
	Gonzaga University	Scholarship - Business & Business Admin.  	1988	
              
                Specialist Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Travel, training, supervision, education, work & goal satisfaction and acheivement.
    
      Companies I like:

      City / Planning Departments,  Library Services,  Educational Institutions (IE: Colleges,  High  - Middle - or Elementary Schools),  Government etc.

    
  

  

  
    

    Job Skills

    
      	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Microsoft Office	
	Resource Management	
	Leadership 	
	Innovation	
	Photography / Advertising	


    

    
  

  

  

  
    

    Responsibilities

    
      Building and maintaining my own company, supervision and execution of decisions and financial planning as well as records and creating contracts for use in this business.
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